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1. Main Steps 
 

 

 

 

2. Preamble 
The Saudi National Committee of Bioethics (NCBE) requires all research team members working with 
human-related materials or data, plants, and animals (vertebrates and cephalopods) to complete an 
ethics course before a research proposal can be approved (Art. 10.17 ‘Living Creatures Act’). 

The NCBE offers this course online, allowing you to complete it at your own pace. The training session 
takes approximately 25–30 minutes, followed by a 10–15-minute quiz. You can pause the 
presentation and resume it later as needed. 

To access the course, you must register as a researcher with the NCBE by creating an account and 
completing a registration form. This registration form will be reviewed and approved by the NCBE 
before you can access and complete the online course. 

This document provides step-by-step instructions for this process. 
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3. Document Checklist  
The following documents must be ready before you start your registration form: 

Mandatory 

 National ID/ Iqama Number 
 Bachelors, Master’s or PhD Qualification Certificates*  
 Proof of your work-related experience**  
 Brief personal statement describing your interests, goals, and future research plans 
 A copy of your CV in English* 

 

Optional 

 Profile picture**  
 List of your publications, including citation and DOI details 
 List of your contributions to conferences and patents  
 List of the organization where you serve as a consultant and a brief description of your duties 
 List of your membership organization name, your membership number and the start/end 

dates. 
 

  * Accepted file types: .pdf, .docx, .doc Max file size: 1MB 
**Accepted picture characteristics: 400 x 400px as a .jpg, .png, .bmp or .gif file. Max file size: 2MB 
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2. Creating an account in the NCBE Portal 
1. Go to the NCBE Portal (https://ncbeportal.kacst.gov.sa/), then click on ‘Create an account’: 

 

 

2. Complete ALL fields (mandatory), including: 
• Organization Type: Universities 
• Universities/Organization: King Abdullah University for Science and Technology 

 
3. Once you have completed ALL fields, and tick the certification of reading, click ‘Register’. 
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3. Activate your NCBE account 
1. You will receive an email from NCBE (no-reply-NCBE@kacst.gov.sa) to activate your account. 

Check your SPAM inbox not miss this email. 
2. Click on the green link to activate your account. 
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4. Access your Registration Form 
1. Once you have activated your account through the email received from NCBE (no-reply-

NCBE@kacst.gov.sa), you will have access to your NCBE account as a Researcher. Check 
your SPAM inbox not miss this email. 

2. You will be ready to start completing your registration form by clicking ‘Get Started’: 

 
 

3. You must complete the following stages of the registration form to be able to submit your 
registration for NCBE approval: 
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5. Save your Registration Form as a Draft 
You can save your application by clicking ‘Save as Draft’ at any time. 

 

 

BACK TO TOC 

 

  



 

6. Return to your Draft Registration Form  
1. You can return to your application at any time. 
2. Go to the NCBE Portal (https://ncbeportal.kacst.gov.sa/) 
3. Enter your email and password, then click ‘Sign in’. 

 

 
 

BACK TO TOC 

  

https://ncbeportal.kacst.gov.sa/


 

7. Complete your Registration Form 
1. Once you have signed into the NCBE Portal, click ‘Open the Form’ to populate/continue 

populating your registration form. 

 
2. You must complete the following stages before submitting your registration for NCBE 

approval: 

 
3. You can move from one stage to another by either clicking on the top numbers or ‘Continue’ 
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Stage 1: Personal Details 

 
1. A profile picture can be uploaded to your profile (OPTIONAL). 

Image characteristics 400 x 400px as a .jpg, .png, .bmp or .gif file. Max file size: 2MB 

 
2. Please complete all required fields marked in red. 
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Stage 2: Contact Information 

 

Please complete all required fields marked in red. 
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Stage 3: Qualifications   

 
1. Click on ‘Add New Qualification’ for every bachelor, Master’s or PhD certificate you would like to 

register. 
2. Please complete all required fields marked in red with special attention to the following fields: 

• Specialization: choose among scientific, medical, social and other. 
• Type:  choose among Bachelors, Master’s or PhD. 
• University: all Saudi universities are available in the drop-down list. Select ‘Other’, for non-

Saudi universities. 
3. Please attach proof of your qualification certificate. Accepted file types: .pdf, .docx, .doc Max file 

size: 1MB 
4. Click ‘Add’ to save your information. 
5. Repeat the above to upload every certificate. 
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Stage 4: Experience 

 
1. Click on ‘Add Experience’ to list your work-related experience. 
2. Please complete all required fields marked in red. 
3. Please attach proof of your experience. Accepted file types: .pdf, .docx, .doc Max file size: 1MB 
4. Click ‘Add’ to save your information. 
5. Repeat the above to enter every work-related experience. Please note: if you don’t have any 

certificates for past experiences, we recommend that you don’t list it, as an upload is required 
when an end date is entered. 
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Stage 5: Publications and Patents (OPTIONAL) 

 

1. List your publications by entering both the citation and DOI details.  
2. You can also list your contributions to conferences and patents.  
3. Then click on the blue tick to save the details (IMPORTANT STEP). 
4. Repeat the above for each entry. 

 

 

 

 
 

BACK TO TOC 

  



 

Stage 6: Consulting and Memberships (OPTIONAL) 

 

1. Click on the blue icons to list your consultancy posts and memberships.

 
2. List the organization where you serve as a consultant and a brief description of your duties. 
3. Enter the organization name where you hold membership, your membership number and the 

start/end dates. 
4. Then click on ‘ADD’ to save the details. 
5. Repeat the above for each entry. 
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Stage 7: Scientific Interests 
1. Please describe what your interests, goals and future research plans are which would help NCBE 

in evaluating your application. 
• Scientific interests: personal statement is a required field. 
• Current activities (optional) 
• Keywords in the field of specialization (optional) 

 
2. List at least one of your scientific areas of interest (required field). Then click on the blue tick to 

save the details (IMPORTANT STEP). 

 

 

BACK TO TOC 

 

  



 

Stage 8: Attachments 

 

1. Click on the blue icon to upload your CV  
• CV must be in English 
• Accepted file types: .pdf, .doc, .docx, .jpg and .png. Max file size: 1 MB 

 

2. Select the File type from the dropdown list. 

 

 

3. List the File title. Upload your document. Note: all fields are mandatory.  



 

 

 
4. Then click on ‘ADD’ to save the details. 
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Stage 9: Summary 

 

1. Please revise all fields to ensure completeness of your registration form. 
2. You must certify that all the information is true at the bottom of the page to create the profile and 

send your application to NCBE for approval. 
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8. Wait for NCBE to approve your application 
Once you complete your registration form, your application will be reviewed by the NCBE. This is a 
manual process, and it might take a few days. You will receive a confirmation email once your 
application has been successfully approved by the NCBE. 

9. Complete the NCBE training 
1. Go to the NCBE Portal (https://ncbeportal.kacst.gov.sa/), 
2. Log in to the NCBE Portal with your username and password, 
3. Click on E-Course on the left-hand side menu, then click on START YOUR TRAINING 

 

4. The training has four video modules followed by a quiz. 
5. The training session takes approximately 25–30 minutes. The quiz is about 10–15 minutes 

long. 
6.  You can pause the presentation at any time and resume it later. 

10. NCBE Certification  
1. A certification will be available once you complete the four modules and complete the quiz. 
2. Your NCBE training certificate is valid for three years. 
3. This certification is available to download at any time from your NCBE profile. 

https://ncbeportal.kacst.gov.sa/


 

 

4. Attach your NCBE certification to the IBEC/IACUC Protocol (Team member Section). 
 

11. Support Contact   
Please contact research.compliance@kaust.edu.sa  if you need further support with this application 
process. 
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